
ONLINE TIME 

SUBMISSION 
Employee Training 

 
 

Everyone has his own specific vocation or 

mission in life; Everyone’s task is unique as his 

specific opportunity to implement it.   

 

Victor E. Frankel 

 



Timekeeping – Non-exempt Employees 

 
 A timesheet is an important, legal, time-recording document.   

 The Fair Labor Standards Act requires that all hourly, non-exempt 

employees record the start and end times for hours actually worked on a 

time record.   

 Employees must accurately maintain their own timesheet, sign it and 

forward to their supervisor for review and electronic approval.   

 Employees with supervisory responsibilities must confirm the time worked 

each pay period and attest the timesheet is accurate by approving the 

timesheet.  

 



Timekeeping – Non-exempt Employees 

 Late timesheets could delay the payroll processing  

 An employee and/or supervisor that knowingly submits a false timesheet is 

subject to disciplinary action. 

 

Goal:  enhance compliance & reduce error through automation 

 



Login 

 URL = http://www.concordia.edu/ 

 Click on MyInfo link 
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http://www.concordia.edu/


Login (cont.) 

 MyInfo displays; click on Enter Secure Area 

5 



Login (cont.) 

 Login screen displays; scroll down 

 Enter User ID & Pin, and click Login 

6 



Access timesheet 

 MyInfo homepage displays 

 Click on Employee 
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Access Timesheet (cont.) 

 Click on Select Time Sheet 
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Access Timesheet (cont.) 

 Select time period from drop-down 

 Click on Time Sheet button 
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Step 

Step 



Enter hours: PT employees 

 The Time and Leave Reporting screen will display 
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Enter hours (cont.) 

 Time In and Out page displays 

 Enter hours in correct format (8:15, 9:30) and AM/PM 

 Round to the nearest quarter hour 
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Can you find 
the error? 



Enter hours (cont.) 

 Click Save>Copy 

 

Step 
Step 

12 



Copy same hours to other days 

 Select applicable checkboxes and hit the Time Sheet 

button 

Step 

Step 



Copy same hours to other days 

Click Next to see the second week of the pay period; 

click Previous to return to this screen. 



When does the pay period end? 

 Press Next multiple times 



Leave a comment 

Click on Comments to leave a comment 

for your timesheet approver. 



Leave a comment 

 Type comment, then click Save>Previous Menu 

Step 
Step 



Submit timesheet 

 Time and Leave Reporting page displays 

 Click Submit for Approval button 
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Submit timesheet (cont.) 

 Certification page displays 

 Enter your PIN into the empty field & click submit 

Step 

Step 
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Submit hours (cont.) 

 Confirmation message displays 
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Recall timesheet 

 Oops! Need to correct that timesheet? 

 Click on Return Time 
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Recall timesheet (cont.) 

 Message displays; you can now correct 

& resend 
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If manager returns your timesheet: 

 Your manager will probably send you an email or tell you 
verbally. It looks like this in MyInfo: 
 
 
 
 
 
 
 
 
 
 
 
 

 Click on the Time Sheet button, correct, & resubmit 
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Paper Timesheets: 

A paper timesheet submission will be required for:  

 

 The first pay period for students and non-exempt employees in a 

new position to allow time for system setup 

 

 Temporary positions lasting less than 4 weeks 

 



When you’re done… 

 To close the form, click on the Exit icon in your 

browser, or 

 log out of MyInfo 

 

 



Gridlines! 

 Firefox 



Gridlines! 

 Internet Explorer 



Your responsibilities are: 

 …to use the correct format when entering your hours 

 …to submit your timesheets according to the payroll 

   schedule 

 …to recall incorrect timesheets, correct, and resubmit 

 …to correct timesheets returned by your manager, and 

    resubmit 
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Your part is critical: 

 Web Time Entry is very deadline dependent. 

 You are responsible for submitting your electronic 

timesheets to your supervisor.   

 Tip:  set a recurring reminder that timesheets are due.  

 



Process Flow 



Questions? 

 Thank you! 

 

 

Any piece of knowledge I acquire today has a value at this 

moment exactly proportional to my skill to deal with it. 

Tomorrow, when I know more, I recall that piece of 

knowledge and use it better. 

-- Mark Van Doren  

 


